To, 

The 

PROJECT DIRECTOR 
D-43/1,Shahra-e-Ghalib Lane3, 
Block-2,Clifton, 


Karachi 


Respected Sir, 


e SUBJECT: OFFICE ASSISTENT 


| am writing to apply for the above position,i saw advertised on LINKEDIN ,i have a copy of my CV and 
would be grate full if you would consider my application, 


| am extramely intreated in the above position as i enjoy working with people and have previous 
experience of working in a ACCOUNTS / CASH HANDLING./BOOK KEEPING and OFICE MANAGEMENT 


| am highly numerate,Computer litrate and am able to learn and adapt quickly to new tasks. 


In This Time I’m working with Zubaida's as a senior FINANCE EXECUTIVE 


Thank you for consider my application. | would be grateful for the oppertunity to discuss the position 
further. 


Your’s Sincerely, 


Azra jamal 


03-01-23 


RESUME 
AZRA JAMAL 


L-584, Sec 4-B, Surjani Town 

Karachi.Mob:0331-2872809 

0315-2832140/0321-2578931 
OBJECTIVE 
To develop future planning in the depth of organization terms and polices and beyond to develop career for long 
life and healthy working and relevant field. To organize schedule as per conditions, working in professional 
environment where growth leading ahead career. 


PROFESSIONAL EXPERIENCE 


1. 9 yrs IN MEKTUM HOMOEO PHARMA as a Factory Incharge 
I was responsible of factory Administration, Accounts, Store Daily Production 
as well as deal with customers 


2. 2 yrs IN KONICA OFFICE AUTOMATION 
As a office secretary , Accounts and sale and marketing 


3. 3yrs SUGHRA HOMOEOPATHIC COLLEGE 
As a Admin Manager & Acounts 


4. 5 years IN ZUBAIDA:S (till ate) 
As a finance executive & Administration 


5 3yrs IN MEKTUM HOMOEO PHARMA 
As a Factory Manager 


6 5yrs IN ZUBAIDA'S (Till date) as an Accounts Manager 


ACADEMIC QUALIFICATION 


MATRICULATION IN 1992 
INTERMEDIATE IN 1994 
B.COM (part I) IN 1996 
B.A IN 2007 
D.H.M.S IN 2008 
COMPUTER SKILL 


1 M/SOFFICE 
2 INPAGE 

3 FOXPRO 

4 SOFTWARE (ERP) 
5 PRINTER 

6 PHOTO COPIER 
7 PABX 

8 INTERNET 

9 BOOK KEEPING 


PERSONAL INFORMATION 


FATHER'S NAME M.ASIM 
DOMICILE/PRC KARACHI (SINDH) 
STATUS MARRIED 
RELIGION ISLAM 


NATIONALITY PAKISTAN 
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PAKISTAN 


AWARD 198 
BEST STAFF MEMBER 
MES. AIRA JAMAL. 
HARAN RA 
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A Principal 
Course Code. IA ice Principal 
Date 12.06.1999. 
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University of Rarachi 
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B.A. SECOND YEAR “ANNUAL EXAMINATION 2007 


MARKS CERTIFICATE 
(EXTERNAL CANDIDATE) 


Pana Renee © 245 
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SEAT NUMBER: 813452 É REGISTRATION NO: 924/2003 
NAME: AZRA JAMAL 


FATHER'S NAME: MUHAMMAD ASIM 


Max/Min Marks 
Marks Obtained Remarks 


SUBJECTS 
URDU 100/33 66 
PAKISTAN STUDIES 200/33 66 
ECONOMT CS 100/33 46 
ISLAMIC HISTORY 100/33 62 
ISLAMIC STUDIES (OPT) 100/33 65 
AL OF SECOND YEAR : 500/180 305 
AL OF FIRST YEAR : 500/180 256 
ND TOTAL: 1000/360 561 


Five Hundred Sixty-One 


ue Ip 


Date : 03/08/2008 CHECKED BY 
Noto Shown any error m the Marks Canificate be mage inadvenenty, he 


CONTROLLER OF EXAMINATION 
msarves Me nght to correct the same 


